
UNIT 16: Managing Communications, Knowledge and 
Information 

 

LO 1:  Understanding The Concept And Process Of Marketing 
 

Student/s Name:                                                               Student/s ID #: 

ASSIGNMENT ONE:  Prepare A Business Report : INDIVIDUAL ASSIGNMENT 
DUE DATE:                 October 1                   Email To: faculty@colbournecollege.com 

 

TASK: 
 

The quality of a company's communication, information and knowledge helps it to make effective decision and gain 

advantage over its competitors. These business decisions must reflect the organisation's aims (its purpose) to 

maximise returns for its shareholders while meeting its primary stakeholders’ needs (workers, customers and 

suppliers). The business should also set and achieve its objectives (goals) to be the market leader in its field. To this 

end, a company must continuously strengthen its communication, information and knowledge base regardless of it 

size and use this approach to select successful business strategies and decisions to achieve its aims and objectives.  

You are a Business Development Consultant. Your Firm is hired by a small business enterprise that is facing 
myriads of marketing and organizational challenges. The business is open from 9am to 4pm, Monday to Friday. 

Competition from nearby businesses is preventing it from growing. So what actions can the business can take increase 

sales?  Your job as a Business Development Consultant is to analyze the problems in the business, research solutions 
and/or benchmark good practices and make suitable recommendations for improvements.  

 

       USE THE ABOVE SMALL BUSINESS SCENARIO TO: 

 AC 1.1 Discuss the range of decisions to be taken  

 AC 1.2 Examine the information and knowledge needed to ensure effective decision taking   

 AC 1.3 Assess internal and external sources of information and understanding  

 AC 1.4 Justify recommendations for improvement 

LO 1 
LESSON 

CONTENT 

Understand how to assess information and knowledge needs:   

 Sources of Information and Knowledge: internal and external, primary and 

secondary, formal and informal, team workers, customers and other 

stakeholders  

 Types of Information and Knowledge: qualitative and quantitative, tacit and 

explicit, official and unofficial, policy and opinion 

 
 

Students must receive the least a ‘PASS’ Grade on all AC in this task. Students with Referred must re-sit the task. 



 

 

AC 1.1 DISCUSS THE RANGE OF DECISIONS TO BE TAKEN 

NAME OF STUDENT/S:                                                                                      DATE:  

PASS 
GRADE 

 

To achieve a PASS Grade for the assessment you will: Is the Grade 
Achieved? 

1. Discuss a range of decisions to be taken in the business to address the problem outlined in the case. Refer to 
the lesson content above. 

 

 
2. Discuss which means: to addresses different ideas and arguments.  IMPORTANT!! PAY ATTENTION TO THE 

COMMAND VERB TO CARRY OUT THE CORRECT ACTIVITY 
 

3. Conduct adequate Research using secondary sources.  

4. Use four or more (combination of) theories, techniques, skills, and modern tools of the practice.  

5. In-text Referencing: cite four (4) or more reliable sources used in your work whether paraphrased, directly 
quoted or summarized using Harvard Referencing Style. 

 

6. Link the study to the business assisting.  
7. AC 1.1. is 450 - 600 Words in length including the Findings, Discussion and Recommendations.  

8. Include Recommendations in your Report that are based on your findings.  
9. Include Reference Page at correct referencing standard and including all sources cited in-text.  

 

Assessor’s 
SCORE 

 

A Pass Grade is awarded by_________________________ON____________ 
Y N 

MERIT 
GRADE 

 

To achieve a MERIT Grade for the assessment criteria you MUST achieve the metrics for 

a PASS and In Addition achieve the following higher standards:  

Is the Grade 
Achieved? 

1. The B paper is always mechanically correct. The spelling is good, and the punctuation is accurate.    

 
2. Some of the sentences may not be elegant, but they are clear, and in them thought follows naturally on 

thought.  It is well organized around one main idea, it presents a worthwhile and interesting idea. That is, 

the idea is supported by sound evidence presented in a neat and orderly way.   

 

3. Ends by keeping the promise that the writer makes in the beginning.  

4. Conduct adequate Research through secondary and primary sources.   

5. Recommendations are relevant to the findings, presented with justification.  

Assessor’s 
SCORE 

 
A MERIT GRADE is awarded by _________________________ON____________ 

Y N 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

STUDENT/S NAME:                                                                                    Page 2 

DISTINCTION 
GRADE 

 

To achieve a DISTINCTION Grade  for the assessment criteria you MUST achieve 

the metrics for a PASS and in Addition achieve the following higher standards: 

Tick where the 
Grade is 

Achieved. 

1. Paper is lively, well-paced, interesting, and everything in it seems to fit the theme exactly.   
Reading the paper, it is clear that the writer cares for his or her ideas, and about the language 
that carries them. 

 

 

2. It may have a proofreading error or two, or even a misspelled word, but these errors are the 
consequence of the normal accidents all good writers encounter.   

 

3. Apply the knowledge of subject concepts to the Business Case effectively.  

4. Identify, formulate, and solve problems.  

5. Conduct, Analyze and interpret primary and secondary data effectively using appropriate research 
tools.  

 

6. Use seven or more (combination of) theories, techniques, skills, and modern tools of the practice   

7. Ends by keeping the promise the writer makes in the beginning.  

8. Recommendations are relevant to the findings, presented with justification and within suitable 
timeframe for implementation. 

 

9. Appendix with any of: surveys, interview questions, feedback, observation report, brochures, 
supporting documents etc. 

 

Assessor’s 
SCORE 

 
A DISTINCTION  Grade is awarded by ______________________ON____________ 

Y N 

    

REFERRED / 
RESIT GRADE 

 

The student achieves a REFERRED Grade when the work fails to meet the 

minimum standard for a pass.  

Tick where the 
Grade is 

Achieved. 

Did not carry out the task effectively and as Instructed.   

Use less than four (combination of) content theories, techniques, skills, and modern tools of the 

practice. 

 

 

The theme often hangs on some personal opinion, expressing personal opinions, rather than justifying, 

then further defending them.  
 

Rarely uses evidence well; sometimes it does not use evidence at all. Even if it has a clear and 

interesting theme. A paper with insufficient supporting evidence is a D paper. 
 

Often has mechanical faults, errors in grammar and spelling.  

Little indication that the writer understands the material being presented.  

Assessor’s 
SCORE 

 
A REFERRED GRADE is awarded by_________________________ON____________ 

Y N 



 

 

 

AC 1.2 EXAMINE THE INFORMATION AND KNOWLEDGE NEEDED TO 

ENSURE EFFECTIVE DECISION TAKING 

 

Name Of Student/s:                                                                                                                       Date:   

PASS 
GRADE 

 

To achieve a PASS Grade for the assessment you will: Is the Grade 
Achieved? 

1. Investigate the information and knowledge that are needed to ensure that the decisions taken are 
effective.  Refer to the lesson content above. 

 

 
2. Examine which means: To look at, inspect, or investigate closely. IMPORTANT!! PAY ATTENTION TO THE 

COMMAND VERB TO CARRY OUT THE CORRECT ACTIVITY 
 

3. Conduct adequate Research using secondary sources.  

4. Use four or more (combination of) theories, techniques, skills, and modern tools of the practice.  

5. In-text Referencing: cite four (4) or more reliable sources used in your work whether paraphrased, 
directly quoted or summarized using Harvard Referencing Style. 

 

6. Link the study to the business assisting.  
7. The Paper is 450-600 Words in length including the Findings, Discussion and Recommendations.  

8. Include Recommendations in your Report that are based on your findings.  
9. Include Reference Page at correct referencing standard and including all sources cited in-text.  

 

Assessor’s 
SCORE 

 

A Pass Grade is awarded by_________________________ON____________ 
Y N 

MERIT 
GRADE 

 

To achieve a MERIT Grade for the assessment criteria you MUST achieve the metrics for 

a PASS and In Addition achieve the following higher standards:  

Is the Grade 
Achieved? 

1. The B paper is always mechanically correct. The spelling is good, and the punctuation is accurate.    

 
2. Some of the sentences may not be elegant, but they are clear, and in them thought follows naturally on 

thought.  It is well organized around one main idea, it presents a worthwhile and interesting idea. That is, 

the idea is supported by sound evidence presented in a neat and orderly way.   

 

3. Ends by keeping the promise that the writer makes in the beginning.  

4. Conduct adequate Research through secondary and primary sources.   

5. Recommendations are relevant to the findings, presented with justification.  

Assessor’s 
SCORE 

 
A MERIT GRADE is awarded by _________________________ON____________ 

Y N 
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DISTINCTION 
GRADE 

 

To achieve a DISTINCTION Grade  for the assessment criteria you MUST achieve 

the metrics for a PASS and in Addition achieve the following higher standards: 

Tick where the 
Grade is 

Achieved. 

1. Paper is lively, well-paced, interesting, and everything in it seems to fit the theme exactly.   Reading 
the paper, it is clear that the writer cares for his or her ideas, and about the language that carries 
them. 

 

 

2. It may have a proofreading error or two, or even a misspelled word, but these errors are the 
consequence of the normal accidents all good writers encounter.   

 

3. Apply the knowledge of subject concepts to the Business Case effectively.  

4. Identify, formulate, and solve problems.  

5. Conduct, Analyze and interpret primary and secondary data effectively using appropriate research 
tools.  

 

6. Use seven or more (combination of) theories, techniques, skills, and modern tools of the practice   

7. Ends by keeping the promise the writer makes in the beginning.  

8. Recommendations are relevant to the findings, presented with justification and within suitable 
timeframe for implementation. 

 

9. Appendix with any of: surveys, interview questions, feedback, observation report, brochures, 
supporting documents etc. 

 

Assessor’s 
SCORE 

 
A DISTINCTION  Grade is awarded by ______________________ON____________ 

Y N 

    

REFERRED / 
RESIT GRADE 

 

The student achieves a REFERRED Grade when the work fails to meet the 

minimum standard for a pass.  

Tick where the 
Grade is 

Achieved. 

1. Did not carry out the task effectively and as Instructed.  

2. Use less than four (combination of) theories, techniques, skills, and modern tools of the practice.  

 
3. The theme often hangs on some personal opinion, expressing personal opinions, rather than 

justifying, then further defending them.  
 

4. Rarely uses evidence well; sometimes it does not use evidence at all. Even if it has a clear and 

interesting theme. A paper with insufficient supporting evidence is a D paper. 
 

5. Often has mechanical faults, errors in grammar and spelling.  

6. Little indication that the writer understands the material being presented.  

Assessor’s 
SCORE 

 
A REFERRED GRADE is awarded by_________________________ON____________ 

Y N 



 

AC 1.3 ASSESS INTERNAL AND EXTERNAL SOURCES OF 

INFORMATION AND UNDERSTANDING 

 

 
Name Of Student/s:                                                                                        Grade:  

PASS 
GRADE 

 

To achieve a PASS Grade for the assessment you will: Is the Grade 
Achieved? 

1. Assess the range of internal and external sources of information available to the business.  Refer to the 
lesson content above.  

 

 
2. Assess which means: To justify a situation based on relevant findings and facts and offer a reasoned 

judgement.  
IMPORTANT!! PAY ATTENTION TO THE COMMAND VERB TO CARRY OUT THE CORRECT ACTIVITY. 

 

3. Conduct adequate Research using secondary sources.  

4. Use four or more (combination of) theories, techniques, skills, and modern tools of the practice.  

5. Cite four (4) or more reliable sources used in your work whether paraphrased, directly quoted or 
summarized using Harvard Referencing Style. 

 

6. Link the study to the business assisting.  
7. The Paper is 450 Words in length including the Findings, Discussion and Recommendations.  

8. Include Recommendations in your Report that are based on your findings.  
9. Include Reference Page at correct referencing standard and including all sources cited in-text.  

 

Assessor’s 
SCORE 

 

A Pass Grade is awarded by_________________________ON____________ 
Y N 

MERIT 
GRADE 

 

To achieve a MERIT Grade for the assessment criteria you MUST achieve the metrics for 

a PASS and In Addition achieve the following higher standards:  

Is the Grade 
Achieved? 

1. The B paper is always mechanically correct. The spelling is good, and the punctuation is accurate.    

 
2. Some of the sentences may not be elegant, but they are clear, and in them thought follows naturally on 

thought.  It is well organized around one main idea, it presents a worthwhile and interesting idea. That is, 

the idea is supported by sound evidence presented in a neat and orderly way.   

 

3. Ends by keeping the promise that the writer makes in the beginning.  

4. Conduct adequate Research through secondary and primary sources.   

5. Recommendations are relevant to the findings, presented with justification.  

Assessor’s 
SCORE 

 
A MERIT GRADE is awarded by _________________________ON____________ 

Y N 
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DISTINCTION 
GRADE 

 

To achieve a DISTINCTION Grade  for the assessment criteria you MUST achieve 

the metrics for a PASS and in Addition achieve the following higher standards: 

Tick where the 
Grade is 

Achieved. 

1. Paper is lively, well-paced, interesting, and everything in it seems to fit the theme exactly.   Reading 
the paper, it is clear that the writer cares for his or her ideas, and about the language that carries 
them. 

 

 

2. It may have a proofreading error or two, or even a misspelled word, but these errors are the 
consequence of the normal accidents all good writers encounter.   

 

3. Apply the knowledge of subject concepts to the Business Case effectively.  

4. Identify, formulate, and solve problems.  

5. Conduct, Analyze and interpret primary and secondary data effectively using appropriate research 
tools.  

 

6. Use seven or more (combination of) theories, techniques, skills, and modern tools of the practice   

7. Ends by keeping the promise the writer makes in the beginning.  

8. Recommendations are relevant to the findings, presented with justification and within suitable 
timeframe for implementation. 

 

9. Appendix with any of: surveys, interview questions, feedback, observation report, brochures, 
supporting documents etc. 

 

Assessor’s 
SCORE 

 
A DISTINCTION  Grade is awarded by ______________________ON____________ 

Y N 

    

REFERRED / 
RESIT GRADE 

 

The student achieves a REFERRED Grade when the work fails to meet the 

minimum standard for a pass.  

Tick where the 
Grade is 

Achieved. 

1. Did not carry out the task effectively and as Instructed.  

2. Use less than five (combination of) theories, techniques, skills, and modern tools of the practice.  

 
3. The theme often hangs on some personal opinion, expressing personal opinions, rather than 

justifying, then further defending them.  
 

4. Rarely uses evidence well; sometimes it does not use evidence at all. Even if it has a clear and 

interesting theme. A paper with insufficient supporting evidence is a D paper. 
 

5. Often has mechanical faults, errors in grammar and spelling.  

6. Little indication that the writer understands the material being presented.  

Assessor’s 
SCORE 

 
A REFERRED GRADE is awarded by_________________________ON____________ 

Y N 



 

AC 1.4 JUSTIFY RECOMMENDATIONS FOR IMPROVEMENT 

Name of Student/s:                                                                                                Date:  

PASS 
GRADE 

 

To achieve a PASS Grade for the assessment you will: Is the Grade 
Achieved? 

1. Justify the recommendations that you made for improvement in the business. Refer to AC 1.1; 1.2 And 1.3.  

 
2. Conduct adequate Research using secondary sources.  

3. Use four or more (combination of) theories, techniques, skills, and modern tools of the practice.  

4. In-text Referencing: Cite four (4) or more reliable sources used in your work whether paraphrased, directly 
quoted or summarized using Harvard Referencing Style. 

 

5. Link the study to the business assisting.  
6. The Paper is 450 Words in length including the Findings, Discussion and Recommendations.  

7. Include Recommendations in your Report that are based on your findings.  
8. Include Reference Page at correct referencing standard and including all sources cited in-text.  

 

Assessor’s 
SCORE 

 

A Pass Grade is awarded by_________________________ON____________ 
Y N 

MERIT 
GRADE 

 

To achieve a MERIT Grade for the assessment criteria you MUST achieve the metrics for 

a PASS and In Addition achieve the following higher standards:  

Is the Grade 
Achieved? 

1. The B paper is always mechanically correct. The spelling is good, and the punctuation is accurate.    

 
2. Some of the sentences may not be elegant, but they are clear, and in them thought follows naturally on 

thought.  It is well organized around one main idea, it presents a worthwhile and interesting idea. That is, 

the idea is supported by sound evidence presented in a neat and orderly way.   

 

3. Ends by keeping the promise that the writer makes in the beginning.  

4. Conduct adequate Research through secondary and primary sources.   

5. Recommendations are relevant to the findings, presented with justification.  

Assessor’s 
SCORE 

 
A MERIT GRADE is awarded by _________________________ON____________ 

Y N 
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DISTINCTION 
GRADE 

 

To achieve a DISTINCTION Grade  for the assessment criteria you MUST achieve 

the metrics for a PASS and in Addition achieve the following higher standards: 

Tick where the 
Grade is 

Achieved. 

1. Paper is lively, well-paced, interesting, and everything in it seems to fit the theme exactly.   
Reading the paper, it is clear that the writer cares for his or her ideas, and about the language 
that carries them. 

 

 

2. It may have a proofreading error or two, or even a misspelled word, but these errors are the 
consequence of the normal accidents all good writers encounter.   

 

3. Apply the knowledge of subject concepts to the Business Case effectively.  

4. Identify, formulate, and solve problems.  

5. Conduct, Analyze and interpret primary and secondary data effectively using appropriate research 
tools.  

 

6. Use seven or more (combination of) theories, techniques, skills, and modern tools of the practice   

7. Ends by keeping the promise the writer makes in the beginning.  

8. Recommendations are relevant to the findings, presented with justification and within suitable 
timeframe for implementation. 

 

9. Appendix with any of: surveys, interview questions, feedback, observation report, brochures, 
supporting documents etc. 

 

Assessor’s 
SCORE 

 
A DISTINCTION  Grade is awarded by ______________________ON____________ 

Y N 

    

REFERRED / 
RESIT GRADE 

 

The student achieves a REFERRED Grade when the work fails to meet the 

minimum standard for a pass.  

Tick where the 
Grade is 

Achieved. 

1. Did not carry out the task effectively and as Instructed.  

2. Use less than five (combination of) theories, techniques, skills, and modern tools of the practice.  

 
3. The theme often hangs on some personal opinion, expressing personal opinions, rather than 

justifying, then further defending them.  
 

4. Rarely uses evidence well; sometimes it does not use evidence at all. Even if it has a clear and 

interesting theme. A paper with insufficient supporting evidence is a D paper. 
 

5. Often has mechanical faults, errors in grammar and spelling.  

6. Little indication that the writer understands the material being presented.  

Assessor’s 
SCORE 

 
A REFERRED GRADE is awarded by_________________________ON____________ 

Y N 


